. ) “GEORGIA DEPARTMENT OF LABOR
EMPLOYMENT SECURITY AGENCY
ADMINISTRATIVE SERVICES DiVISION
/ RECORDS MANAGEMENT AND CONTROLS

B

L) :
: ' APPLICATION FOR
AMENDMENT TO RECORDS RETENTION SCHEDUL

E S

1575~ 0~

‘ 4

Ty

Application Number’

i
{

- N - 1 . s Vi /l
Application Date: Apri] 15, 1975 FOR STATE RECORDS MANAGEMENT DIVISION'USE

; . ‘ ! Date Received Application No. Date Completed

JAN 7 1082 TT5-QQ-RFEB 1 198
Record Series Title: Comprehensivq%Employment and Training Person to Contact:  Joyce Euniée f
Act Client Case Files SC}!CO,“/E 75—53 ' _

Item number to be amended: . 12(25 on old form) ' Telephone No. 6564-6330
Reads as follows: "', ,.Central Record(Central Office) file: transfer to State Records .

Center; hold 2 years; then destroy,"

Amended toread: !"'Central Record Unit; transfer to State Records Center; hold four years
and until the satisfaction of all audit requirements: then destroy,'

1

Reason for change: change in Code of Federa) Reghlations, extending retention requirements:

see 41 CFR 29 29-70,203, Sec 133(a)(1)."

AUTHORITY:

Division Diréctqr/Designee@ \4(4&5?

Records Management Officer (RM&C}:

ESA Director: L e

State Auditor/Designee;

Se’cret% State/Designee: ﬁ( Z%{g& ..7 e e

Attorney GenerallDesignee:Véy

Date__!.[\ﬁ/.j Y_l_—'__ -

o /78

Date

DateJ‘:_’}_i_Yw _
Date__/‘___J( ¥ .

Date 7!, Z _{' . kZ .

ESA-143 (3/80)
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*GEORGIA DEPARTMENT OF LABOR

EMPLOYMENT SECURITY AGENCY

ADMINISTRATIVE SERVICES DIVISION

RECORDS MANAGEMENT AND CONTROLS

/

} ' APPLICATION FOR
AMENDMENT TO RECORDS RETENTION SCHEDULE

¢
{

Application Number

Application Date:  Apri |

Record Series Title: Comprehensive ;Employment and Training

15, 1975

Act Client Case Files

Item number to be amended: 12 (25 on old for'm)

Reads as follows: '',..Central Record (Central Office) file:

[ Date Received

Ié_OR STATE RECORDS MANAGEMENT DIVISION USE

Application No. Date Completed

Jan. 7, 1982

Feb. 1, 1982

)

hold 2 years; thgn destroy."

Person to Contact:

Joyce Eunice

Telephone No. 656 -6330

transfer to State Records Center;

Amended to read: ''Central Record Unit; transfer to State Records Center; hold four years and

until the satisfaction of all audit requirements then destroy."

1

Reason for change: change in Code of‘FederaI Regufations, extending retention requiremerits
' see 41 CFR 29 29-70.203, Sec 133 (a) (1).

AUTHORITY:

Division Director/Designee:

Records Management Officer (RM&C):

ESA Director:

State Auditor/Designee:

Secretary of State/Designee:

Attorne\.; General/Designee:

Date

2 z
[16/82

Date 2
- 2

Date L

Date

Date

Date

ESA-143 (3/80)



* GEORGIA DEPARTMENT OF LABOR :
EMPLOYMENT SECURITY AGENCY ' o
ADMINISTRATIVE SERVICES DIVISION ' ER
RECORDS MANAGEMENT AND CONTROLS »
. / ‘ - Application Number
L ‘ !’ APPLICATION FOR ‘

. ' o ' AMENDMENT TO RECORDS RETENTION SCHEDULE /F

tp T

—m i - ———e— : o -

Application Date: July 30 1980 ) FOR STATE RECORDS MANAGEMENT DIVISION USE
' : Date Received Application No. Date Completed

stp 45 wsc I5-Q2=A NV 171980

Record Series Title: 75-99 CETP Client Case Files Person to Contact: ’ i ]

Item number to be amended:  Item 16 on old form Telephone No. 656-3040
’ Item 10b on new form (3/80)

Reads as follows:  '"'mo" on confidentiality of records

" "

Amended to read: yes" on confidentiality of records

54637 (1) R
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oyee records under CET
cords including finand

e same .degree that it
Georgia State Meri
therefore make 1 except PSE employme records confidentia

AUTHORITY: Federal 2 > 9- 203b 3b1, 2.

W Date _Zo?jgﬂ —
7./ A Date____ 7/30 o

Date _

e 30nts
Date / 0 j? g-d
Date_//_’ /_Z __’,_,g_z

ESA-143 (3/80)
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Reason for ¢chp e:-
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made "avai

Records Management Officer {(RM&C):
ESA Director:

State Auditor/Designee:

Secret tate/Designee:

Attorney General/Designee: .
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STATE . ' 4o N OFFICE OF SECAETART OF STATE

i 1 PAGE
oF App'l ication for DIPARTKEST OF ARCEIVES & NISTORY 1 N
: eonon  RECORDS DISPOSITION STANDARD  sicons mascaars isisio d
1 ‘App)lcntlnn Bate INSThuCrroNS . 5" ssparpte (nstrucrtions for completion :fJ§ FOR RDRDS MAMAGEMENT DIVISION USE | ’
3-19=-75 front and rederse _°f thia form. Sigm original and two copias Date Wecelved ; AP’““‘“"‘ Wo. Date Completed

2. Agency Applicetion Ro.

and forward to mpan-ur:’ of Alrc.':hl'ull and Kistory, ll!cﬂ!ion_‘. AR 2 1 1975 .75 q q APR ’ 5 B’S

DL-Ozz Necords Management Officer.

JACERTT, Divisirn, Subdivieten & Adminfetering Office Address B Person ‘ﬂf“!-
Georgia Department of Labor ’
Manpower Programs Development Division ' . . .

Central Records Section, Room 130, IBEW Bldg. Joyce H. Eunice

. 5 .verrin Tivle State 6 . tel Wa
Atlanta, Georgia 30312 | o Manpower Proqram 656
7.ACTION REQUES'ED ' Coordinator

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINU% TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED
"B . Earliest & Latest 9.Eme’{r5er1feg Title R (CETH) J - <

Dates, of Series
6-1-74 - Date
What is the function of the office in which this record series is created?
The Manpower Program Development Division is responsgible for compiling a%ﬂ %
isseminating state and area manpower and lador market information and for °
conductlng realted researeh, The Divigion develops new and experimental
hanpower programs and negotiates all contracts for manpower ‘®mervices.
ﬁ:The Central Records Section is responsible for superv151ng, regulating and
¢ monitering the enrollments, placement in components and termination of {
clients«in the Comprehensive Employment Training Act and ‘the Manpower )
_ Development and Training Act programs. The Section also makes reports ¥
“ on all aspects of the programs to the Federal Power Administration, State ¥
% _Manpower Planning Couneil, Governor's Office, Local Program Operators, j?
and Prime Sponsors,. .

11.This file contains the following documents (include form numbers end titles, if any,

Cpmpgspeggive_Emp}ggyeggpnndfTiginiﬁg Ag?}Client-Cﬁﬁe ﬁé%&% »

0.

¥

-

R

r‘ and file arrangement). g
Documents relating to: Maintaining enrollment, termination and follow- iﬁ

up records on individuals participating in various programs. -
Included is: Information furnishing particulars on clients and their activity

while involved in the project and information on the working record
of the clients after they have completed their training. Forms included ;s
are Client Intake Form (CETA-1), Client Status Change Notice, (CETA-3), |
Allowances, Notice of Entry and/or Participant Changes (CETA-26), é
Verification of Public Assistance (CETA-28), CETA Transmittal Document
(CETA-L4), Personal Data Change Notice, (CETA-5), Wages Entry Form (CETA:?
’ CETA Termination Notice (CETA-6), Follow-up Record (CETA-8), Employees ;;;f
3 Withholding Exemption Certificate, CETA Enrollee Status, Special Grant -
,@% Quarterly Progress Report (MA 5-135), Quarterly Summery of Client Char”“ﬂ
~ acterigtics (MA 5- 136% CETA Monthly Progress Report. (MA S5-1i4k)
, CETA Statfstical Report I — ) -QE?A
* File is arranged: Geographically by area; thereunder numerically by AEEHN
~. project number; thereunder numerically by social security number.

1 . EQUIPMENT ACCUPIEL ., Mo. ef Draveras Cu. Pt. of Records I lo. of Drawers Cu. Pt. of Records

ARRUAL RATE OF ACCUMULATION

Letter-aice File Dravers ,.'5 67. 5 . hs 67- 5

1p Officeln) In Storege Areafla)

Legel-stte File Cravers fioor Spare Occupled [Square Peet)

hiy . Last Precrdingfrill Priar
Jear's Year's Year's Yesre'

AVENAGE DATLY REFEREXCES Constant 5 - -

Pora- AR-%0-11
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] . _ ‘ ' ot 2 B
QUESTIONNAIRE Place on "2" {n the proper column. If ansver is "YES ™ pl!llf explatin ‘ - YES .NO
13. Is this the Record Copy pf the series? ) : x ] L']
1Lk. Is there a duplication of this series in another office or agency? ' [ 1 [x]
; ' { ' R
15. Is the information contained in'this series ever summarized or published? (x] []
Attach copy of summary or publication.
16, Does the series contain classified 1nfonmatlon requlrlng securlty handling? [ 1 [x]
17. Does the serie’ initiate, amend or terminate agency policies and procedures? [1 [x]
18. Could the function be performed if the files were lost or destroyed? f1 [x]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [x]
ﬂ_‘20%?D?§s the record series ﬁ%ovide data as input to an EDP file? (x] [ ]
b€?21 Does the record serles contaln documentation produced as EDP printout? ix] [1]
é? Prlni ta rece Q ut el ientls 'actiyity and progress in
. Ha OB fféo gd!mﬂsgghé%ions governing the retention/dispo- .f[x] [ ]
o3 ¢;3§1t10n of these files? Employment Security Manual, Part 1, Chapter 11700 and ,
! Agency Administrative Procedures Manual, Part 11, 11716. OI -
1§$§§ Will there be a need for these records 10 15 years from now? If yes, what? [ ] h&l
E 3 yrs. following final action on’ “
2h REQUIREMENTS. The following requires the files to be keptproject (final action is the 12=:
month follow-up on trainee)
a []STATE b.[JSTATUTE OF c.[]AUDIT  d:¥]FEDERAL e.[]ADMINISTRATIVE f.[]HISTORICAL
LAW LIMITATION PERICD LAW DECISION VALUE ";
& ' : -
ihmnnlstratlve Procedures Manual - Part |1, 11716.01 L
l‘CETA records become obsolete 3 years from date of last action taken on prOJect "
15, AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

of each -[]CALENDAR YEAR -[]FISCAL YEAR -}]OTHER See Beldw : , ,then:
;.Upon completion of the 12-month follow—up of all trainees, transfer to
" inadctive file,
Cut-off inactive file &t the end of each fiscal year; hold in current
files area 1 year; then

Central Record (Centrsal Office) file: Transfer to State Records

Center; hold 2 years; then destroy.. '

o

: Digtrict Office File: Transfer to local holding area; hold 2 years;
| A :
! then destroy @ﬁ
Trainee Activity Printeut: 'Heldld in current files area unti;?tphmated
report 1is received; then destroy.

R“W?ﬂ" mgmtm F-/0 95 /IOTHER REQUIRED SIGNATURES DATE

ecommendations Agency Head/Designee

in paragraph 25 roved . D'IS__ppr‘OV&d

flos. ot | 3oi7-A]

are: signee

Disapproved \\m.....‘ \&Mﬂw IMANS
STATE RECOR 3 NG
COMMITTEE

@Ww 9-7/-74

by General/Designee
‘Approved [ ] Disapproved

///é/]V/M TN,

[




